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EVI DENCE OFFI CER

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses responsi bl e positions in t he
| dentification Division, the primary duties of which are the
responsibility for the accurate accounting and security of all
property in the evidence room and collecting and maintaining
control of evidence relative to crine scenes. Evidence Oficers
respond to all crinme scenes and accident fatalities and wite
crime scene narratives. Duties of this class are non-supervisory
innature and require the ability to act i ndependently follow ng
st andard operating procedures. Enployees of this class report
to and have work reviewed by the supervisor of the
| dentification Division.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Oversees the preparation, identification, and maintenance of
assigned evidence by receiving, sorting, and securing all
property delivered to the evidence room Rel eases property to
officers, property owners, the courts, and other agencies in
accordance with appropriate and | awful disposition of property.

Prepares unreturnable itenms for disposal in accordance wth
departnment policies, court orders, federal I|aws, and state
st at ut es. Mat ches stolen and |ost property with property
i nventory. Handl es nonies submtted as evidence. Conduct s

audi ts of property inventory. Explains evidence roomprocedures
and di sposition of evidence to officers, the general public, and
out si de agencies. Verifies evidence reports agai nst property to
ensure accuracy. Maintains an accurate account of all property
transfers and rel eases. Ensures that all efforts are taken to
make the property room as safe as possible for enpl oyees as wel |
as property.

Responds to all crinme scenes and accident fatalities to search
for, photograph, video, collect, preserve, classify, and
identify physical evidence such as palm prints, fingerprints,
bl ood, and hair fibers. Prepares castings and noul ages of foot
or hand inpressions, tire inpressions, and other inpressions
consi dered evidence at the crine scene. I nstructs and assi st
officers in the proper use of photographic and fingerprint
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equi pnent. Wites crime scene narratives and prepares sketches
of the crime scene. Perfornms basic analysis of photographs.
Reproduces phot ographs and vi deos and organi zes photo |ine-ups
of suspects as required for detectives and other agencies.
Mai ntains chain of evidence collected including |ogging in,
packagi ng, and purging the evidence. Tests fire weapons to
determ ne functionality and researches cases for proper di sposal
of such. Transports evidence and materials to forensic |abs or
ot her agencies for investigation and anal ysis.

Mai nt ai ns detailed filing systenms and records for the division
for booked property, photographs, correspondence, fornms,
records, and reports. Opens incomng mil, sorts, and
distributes the mail to proper person. Proofreads typed
materials and corrects errors. Processes outgoing mil and

i nterdepartnental correspondence. Devel ops newforns or revises
old forms in order to inmprove the accuracy and efficiency of
docunent ati on. | nspects, orders, and naintains equipnment and
supplies wthin budgetary I|imtations that are used for
processing crinme scenes and/ or gathering evidence. Distributes
supplies and equi pmrent as required. Gets estimates on repair
costs for any assigned equi pnment. Locates and arranges repair
services and mmi ntenance of all assigned equi pment. | nspects
equi pment or property after repairs to see that repairs were
properly acconplished. Makes recomrendati ons on maj or purchases
for the department. Provides informal "on-the-job" training for
new enpl oyees.

Assists in the developnment and presentation of departnmenta
training relating to the collection, handling and presentation
of evidence. Prepares reports and acconpanying evidence for
court presentation and testifies in court when required.
Assi sts other personnel in preparing for court in relation to
physi cal evidence. Acts as a consultant for other departnents
in surrounding areas, providing them with technical expertise
and assi stance. Pronotes a positive inmage of the work of the
departnment in the daily performance of duties. Answer s
t el ephone inquiries and assist in handling conplaints fromthe
publ i c about the operation of the division.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenments |listed bel ow nust

be nmet by the filing deadline for application for adm ssion to

the test.

Must neet all requirenents of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
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States and of |egal age.

After offer of enploynment, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm ni stration of which wll be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must present docunentation indicating, at a mninum that the
appl i cant has net the mnimum high school graduation
requi renents necessary to receive a high school diplom as
established by the state of Louisiana Board of Elementary and
Secondary Education. Such docunentation shall include at | east
one of the following: high school diploma, high schoo

transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must possess a valid driver’s license.

Must not be |l ess than twenty-one years of age.
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